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25 Maveh 1954
OFFICE OF PERSONNEL MEMORANDUM 0« 421006

SUBJECTs Correspendence with Applican'hs
FESCISSTUN:  OFM L2-100s1 (30«:52)5 Qari‘aspondence, dated 10 Jun 52

1o Timely correspomience with epplicents may mean the differcace
between scquiving an effective new employee or disccurvaging an irdivide
usd who mey dieeredit Agency recruliment efforts with his asscclates
whe might othewsise ba intsrested in employment with the Agency., The
threed of conbach is often drewn extremely thin becauwse of ths necessary
hardling which a file must ruceive before a person actually enters on
dubys Correspordence which poricdically informs the applicent of the
progress of hls application will do mech toward essuring him thet the
Agency is doing 2ll it can to expedite his processing.

2, Uniess ciherwise indicated by the Office of the Assistant
Dirvector for Persomnsl, all correspondsnce with epplicants will be
propaved and dispatched by the Coxrrespondsnes Brawch, Processing el
Records Divieion (PRD), for signature of the Deputy Assistant Divector
for Personnele Bofore dispaitching a nsw or rovissd form of corves-
poiience, tho Chief, PHD, ghall dsterxmine that it meels the regulromenis
ostablished herein and is acf-apmble +0 the O0ffice of the Asgistant Die
roctor for Parsonnel.

25X1 © 3, The following mindmum regquirements for correspondence with
ijplicmts wlll be observeds

20//

a0 Upon initial apolicatien -~ inclwles individuals wecruilted
by the Porgonnel Procuremsnb Divislong those who, upon their oim
initiative, apply for employment olthor in person or by mails and
thore whose spplication was generated either withdn the Office of
Pergonnel or in another Agazmy components

REVIEWER!

Correspondence mcm%@ frem these individuals ahall be
answered wlthou‘t delaye. Immediate ackaowledgement z»zé.ll be made
upon 1eceipt of forms or other reauested material,

4
EDTO: TS S C

DECLASSIMED

CLASS. CHAKG

NO CHANGE IPGLASS

DOCUMENT u@ﬁ
NEXT REVIEW DATE:

- be During Vohopping® perled - includes individuals who have
a3 furniched completed appiication foims aml other documaents and
whose fpplicant Folders are being routed o operating componenis
by Plscamem 0fficers for selectlien:

AUTH:

O

Pl&cwam Offlcors shall insure thet the applican’a g ade
vised ot lntervals not longer than 30 dsys, by letter, telegram or -
telephoné, that his application is under consideration and thal
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cvery effors 45 being mede to avrive at a determination 1n his
coes, The lotters will be personslized insofar as practicable snd
ghould be written in a mernnsr calculatsd to keep the spplicant ac-
tively interestved in employment with the Agency. The following
procedure will applys

(1) The Placement Officer concerned will determine when
intorim corrvespondence is appropriate and the type of corres-
pordlence to be transmitted Go the applicant,

(2) Torm Ne. 37=131, Request for Interview or Correspon-
dence, will be completed by the Placoment Officor and forwarded
%0 the Correspendence Branch, He will check the “Other® box on
Form 37-131 and indicebe thoreafter the particular lstier $o be
prepared. A duplicate of this Form 37=-131 will be £21lsd in the
Applicent Foldev, Copies of stendard leiters used by the Correes
pondence Branch ave zvallabls t0 personnsl concerned upon reguest.

(3) The Corvespordence Dranch will prepare the appropriate -
correspondence, dispatch it, snd tranemit a copy to the Flacemant
Officer conceined for imclusion in the Applicant Foldere

co During processing for erployment - includes individuals ge=

iscted for cmployment and 10r whom security processing hss been inle
viatads _ -

Tacss lebters ahall be inltlated by the Chief, Transactions
= Records Branch, or bis designoe. A latter will be dispatched
to the individusl immadistely after sscurity processing is initlatod
adviging him that he hos teon tontetively selscied for a position at
a etated grade and salarvy, waich conform to rates of pay prescribed
by “he Congress. In addition, the letter will indicate that ths
sopointment is contingent upon the successfal canpletion of reference
cheolks, physicel examinstion and review of qualificatioms which DRy
vequire up o 30, 90 or 120 days, as appropriate. AL lsast every 30
days thereafier and until receipt of action by the Security 0ffices
the applicent will be semt & lstter advising him thet processing is

continuinge

do Reject for security or medical ressons: Corresponience to
indsvidunls in his group will be initiated by the Chief or Dsputy
Chlef, FBD, or by the Chief, Trensactions and Records Branch, PRD,
ani preparcd and dispatched by the Cormespondence Branch.

e Baject for other resgonz: The Correspomdence Branch will
prepare and dispatch sach corresponrience upon receipt of the Appli-
cant Folder and sppropriate instructions from en suthorized official
(Chief or Deputy Chisf, Placoment and Utilisation Divieion, or
Plzcemeny Officar)e :

-2 =

Approved For Release 2COMPEGNTGUA-RDP80-00679A0002608bd0+54



e

A w
pproved FQr Release 2002/08/06 : CIA-RDP80-006 M#000200020012-1
. GONFIDENTIAL |

¢, Entrance on duty: Tpmédiately upon receipt of the appro=
priste sscurity clearancé, Transsctions and Records Branch will
initiate a letter to an individual in this category advising him
that his appointment has teen approved subject to final processing
which includss the following: taking the cath of office, 8
a loyalty afPidavit, completing a physical examination at the
Agency's medical canter, anl participating in a finsl security
interview, This letter will request the applicant to inform the
Agency whan he can report for duty and will indicate the tims of
day ard place %o report, In addition, it will appropriately advise
him about travel and transportation abt government @xpsnss, that
his salary is subject to retirement amd incoms +ax withholdings,
that his firvst pay check will be received about four weeks after
ne envers on duty, and 4hat & loan cen be arranged to ssslst hinm
during this initisl period of ad juatmento # ‘
- he Correspondence addressed to present or former general or flag
officers or to 3pdividuals who hold or have held positions of major
jmportence in civilian governmental gervice or private employmsnt shall
be routed to the Deputy Assistant Dirsctor for Persomnel for sigpaturs.

Geo Be Moloon
ty hpistant Director
for Personnsl

w+ Ipan arrangemend w#ill not bs included in lstters o applicants above
the 0S=-9 lavel. . .
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